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: Chief, Services Division DATE: 4 October 1950

Chief, Supply Branch
Menthly Report - September 1950

1. Attached hereto are work progress reports covering the Procure-
ment, Contract end Storage and Issue Sections, Supply Branch,

2. During the past meonth a working procedure relative to the
processing of requisitions for books, inclusive of procurement and re-
celving of such meterial has been accomplished, and concurred in by
the Chief, Cateloging Branch, CIA library, and this office. One major
improvenent has been the transfer of receiving functions for such items
from the Storage and Issue Section to the CIA Library.

3. A meworandum is in process of being prepared covering various
items which have been difficult to obtain due to the present national
enmergency. Recommendationsg covering this matter will be contained in
said memorandum and forwarded to your office at an early date.

4. A revised disaster plan for the _Warehouse area was
completed during the month of September with copies being forwarded
to your office and the Physical Security Branch.

5. HNo action has beem taken by Physical Security Branch to comply
with request of this office to conduct a physical security inspection
of the [ ¥arehouse arca. This office will follow-up regards this
matter,

6. Since the last complete physical inventory and audit of office
supplies contained in stock, this office has conducted several spot
inventories which revealed the majoritiy of items being in agreement with
quantities reflected on stock cards. Results thereof, indicate consider-
able achievements in the intermal operations of this supply account.

7. The proposed CIA catalog has been completed as follows:

Section covering office equipment and furniture - 100% complete

f

Section covering office supplies - 30%

It is contemplated the final draft will be available for review by your
office within a period of 3-4 weeks.

8. A requiFdplpAtE program cgvering matters to be accomplished by
Supply Branch wi‘]hba available for your review,within 3 days.

Vg
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VOLUME :

Procurement Section

1.

Contract Section

1.

4o

5.

Requisitions 25X1A1a

Total number received.ccseccscsssscsctvsscsossescces
Pending bids, c:.eamces, etccnocco-ooooooooocooo
Held without actioNeeeceeerosscecsescocosnosssces
Total number of requisitions completed.ciececsses

Purchase Orders

Prepared and i8s5U6d,.csecsccsccscocssscscccccsses
TO‘bal m\mt expendedoooooooooootoo.coooo.cootoo-
Printing and Binding Estim@teS.cesecccereccsccess
Petty Cash oxpenditureS.ccessccccecscvsccsccscnes
Toml expmditures.......C.C...OQ.'........0..'..

Contracts completed
Supplyooooooﬁoooocoooooo.ooo'o.o. 8‘/_,
Service.‘..'QOOQOOOOCQOO‘.O.I0.0. 3‘/

I'ease....O....O.........OC...Q... o

Amendments to contracts completed
Supp]-y..O‘IO.........O.........'. 0
Service.l.coto0000001000'00000000 4"/*

Iease......."'.'.l...l..'...‘... 0

Contracts pending
Supp]-y...‘.....'......0.'0.'....0
Service.'.....'...l.'......l.....

Lease..‘............‘.....0...'..

MO

Amendments to contracts pending
&lpp]-y.OOC!QOO"I..O.‘......'....
Servicet..c.....!..."l..........

I‘ease'.‘......'.....'....'..C.’O.

(o N oN o]

PBS Agreements completed
SUPPJJ-.......-......o....‘o-.... 0
S5erviceisecessscceccsscccssssecss O
Imse'....a..'.l'......'...'ll... 1‘/

Invitations to Bid pending....... 3

Total authorized obligations.....
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Storage and Issue Section
1. Requisitions 25X1A1a

Received d‘]ring mn‘m'.‘..‘..0.I.....l...'.‘..........
Comle‘bed’...'..........’..Q..........'..‘........\....

Pending.“...............'.....l..'...‘...0.'....0.0..

Office Supplies..o..l'......'.....l’.l
Office Equipment..'....u...-...........
Account No, 5 Medical Supply AcCOUNtesecasossscovcns
Account No, 6 - GEneral SuppPlieS.ccesecscosocssoscccse
Account No. 8 - Surplus Property AcCCOUNT...ceoecececse

Account No. 2
Account No, 3

2. Cargo and domestic shipments

Requests....‘.........‘....'..'...'......'....'...‘...
Shipments aceomplisho..ceceseceseresessccsvsonoacescs
Total wei@t smpped...................'......'.'.’...
Total number of cases Bhippedocoooo-ooooo-.oooooooocoo

3. Miscellaneous
Moving and relocation of equipment in CIA buildings:

N‘mer of JOb orders..............'....'....'.....’
mn hom‘s rmuirﬁ........".....I................'

4.' Identification control records

Posti!lgs to recordstoo‘.0.0.0'-....0‘...0...0".0.0.0.
Inventories Processed.s.veecececsescscoscsosecassssons

5. ZIypewriter Maintenance and Repairs

Requisitions received during month.....ecececocececoss
Requisitions completed Auring momth....eecececceccssss
Req‘.liSitions on hand......-.........ou...--.......n.
Overhauland Sh-OP mrkOOQOOOQQOC..'.....C..O..'....OQ.
SerVice cglls.....'.‘.............O..'..'..I.O..QQ..'Q
Total number of mechines rep8ired....eceececccesscesse
Estimated dollar value Of 81l WOIK..eeeeesecosoosososed

6. Furniture repeirs

Service calls..‘...’........‘..'.‘.....0.....'.Q...l.I.
Shop repairs.c.....0......"..'..'.'...‘.O...'Q...O....
Estimted dolhr value of work....0....5...0'..........
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Ojﬁce Memorandum - vNITED STATES GOVERNMENT

. £ » RN P § . - Tes
TO : Chief, Services Division DATE: o “eplemier 1050
FROM : "%:7~7, Zupnlv Branch
SUBJECT: :vsi:thly Henort - Aupust 1950

io During the pasi ponth this office established an edd<tionasl’

procedure whereby the Storage and Issue Section will effect reoairs,
vhere feasible, to all Time and Date Machines within CTA, Bv *his
PESNE, & ohu”inerable monetary sevings will be effected.

2. In the future, as discussed during an inspection with you, the
Storage and Issue Seetion will refinish, where needed, all desk travs
and other items of equipment contained in stock for reissue purnoses,

3. Az m resull of & stock statuz report coverinz reproduction
items contained in stock, action has been taken +to effect disnogsal
of innciive and unserviceable items,

4. Unserviceable filing eguipment which, based upon a8 review of
stock eards, is considered as inactive is in the process of being
disposed of &s excess to arency needs. Disposal of such items at this
time will provide additional storage space for other criticsal items
of supply,.

5. Action will be teken beginning 11 September 1950 to effect
zompletion of draft covering the agency supplies and equipment catalog,

25X1A%9a
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VOLUME:
Procurement Section:

1. Requigitions

25X1A1a

Total number receivedicesscscsncosccsrsssvocescns
Pending bids, clearances, EUCesosvenossnnsvenens
Held without 8ctioN.eececsscacesessccrscscocescce
Total mumber of requisitions completed.caseecess

2. Purchase Orders

Prepared and i85Ued.cececcccccoarsocecooccccocccs
Total amount exXpendeG.ssssesccosssscosrcecsccase
Printing & Binding Estimates and Petty Cash.....
Tota.l Expendi'bures........-.........-.‘.....-...

- Contract Section:

1. Coniracts completed
SupplyQOOOOQ.l..'l'l..‘...l.ll.ll.l 5
Service.‘...i...Ol...‘..lll..."." 6

Iﬁase..l.'.I...'."'...l'.l..'...'. 0

2. Amendments 1o contracts completed
Supply.....!..O....l.'..l'l".‘.!'l

Service..l'.".'.'...l.’...’.....l.

Lease..'..I'l'....'."..l'.........

HNO

3, Contrects Pending
Supply.....l'.'....l........".‘.ll
Service.ll....l..'."..l...'.l..'l.

Lease......"..“.......l.'l.......

=AW

4. Amendments to contracts pending
Supply.....'.'.I..l.0..".'.0.0.".
Service.“l.l......'...C....IIO....

Igase...'...'.....l............."'

o~ O

5. PBS Agreements completed
Supp]-y..'l..'..‘..'..."......l.‘0. 1
SeTVicel..‘.'lll.'l'...'.’.."l‘.'. l

6. Invitations to Bid pendingecsasscse 5

7. Total authorized obligationS.iececss

Sanitized - Approved For Release : CIA-RDP54-00177A000100120017-2



- - Sanitized - Approved For Release : CIA-RDP54-00177A000100120017-2

Storage and Issue Section:

1.

30

ke

5.

6.

Requisitions

Received during MONT e sesssectsssasesscrsasssesssanty
Completed...............-.........-.............----

Pmding..l..Cl'...'.’.‘Q..I-....l.‘.'.'...-.....'...

Account No, 2 - Office Supplies....-..-........-....

Account No., 3
Account No. 5
Account No, 6
Account No. 8

Cargo and domestic shipments

ReunStsll‘....O.......I.....'..I..........'..O..‘l.
Shipments accomplished,esececosrverscccesncsoecorens
Toml weigllt shippedl....Ol..0.‘.....00.00.0..0'.0‘.
Total n‘mber of cases shippedl...OQCQCQQOCCOOOQOOOOO

Miscellaneous

Moving and relocation of equipment in CIA buildings:
Numer Of jOb orders'QICICOOOOCC'..0'0'..'....0
mnhours required'......0.0...0..0"'...'..0.

Identification control records
Postirgs to recordsoo....QOQOQGOOOQC......l'0.0....
Inven‘bories pmcessed...ﬂi.C.'OC..O.‘ll-..l..l'...'

Typewriter Maintenance end Repairs

Requisitions received during month..ceecscsecssceces
Requisitions completed during MONth, cevosssccesanes
Requisitions on hwd.......'.....................‘.
Overhaul and Sth WOYKeeosssoososcsasesrencesssvsccsse
Service 0&118...-.....-.........-...-....-....-.o..
Total number of IBChineS repaired.......-..........

Estimgted dollar value of a2ll WOrK.essecococcassncee

Furniture Repairs

Serv]'-ce ca’llsﬂ..l...........'...".........l.‘.....
Shop repairs.".0.'.'..'.'.........'.'.'.0........
Estimted doll-ar value.'.......‘....'.‘.....O.....

25X1A1a

Office Equipmentieccesesvececcscsccss
Medical Supply Account,.ecsescrceces
General S@plies...‘OQOOOOOODOOOO...
Surplus Property Accountseevesessoee
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7 Septesber 1950

Chiel, Zupsly &
tidef, Services Nivisiom
Atw ?‘Nﬂ m ot vty T Y A

1. Subjoct reperd for jugust shich wes subatitted for
W of the chilaf, Services Mivision, is returned berewith
for on a8 follows:

*» The figures gmw 5. of wmm for
o 2:;“ (1205) and for & éﬁ” aosordin:
. repressat the Jusber of reqaisitions Foesived

saspiated.

l m‘mmm

W The susder of pounds ol maamwm {ba,??‘i}
e e thgure gives in your oty
rzw Bopeat (L3,TI5) 000 1s Wm

2, that the sttashod spasraadus he em‘beé and
returoed sad mmmm,mwu .
scouracy srior teo subudssion for signature, {

Att,
— | 25X1A9a
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Oﬂice Memorandums + UNITED STATES GOVERNMENT

TO : Chief, Services Division DATE: 9 fueust 1950
FROM : Chief, Supply Branch
SUBJECT: HMonthly Report - July, 1950

1. During the past month this office has forwarded to your office
several internal operating procedures, for approval, namely:

a, Tyvpewriter Repair Procedure which outlines the mechanics
involved in processing requests for typewriter repairs
by the Appliance and Maintenance Unit, Storage & Issue
Section,

b, Stock Replenishment Procedure which covers the method of
revlenishing stock for speclal items in storage for 0CD,
FOIAb3b1 B :nd Reproduction Branch; inclusive of replenishing
stock of Agency Forms (Standard and CTA) and other standard
stock items,

Further guidance will be provided personnel within units of the
Storage and Issue Section upon establishing the above mentioned
procedures during the ensuing month,

2, The Cargo Shipping Procedure has, gince 1ts establishment during
the past month, proven adequate for the operations of this activity.

3, A duplication of records utilized by the Warehouse Unit, Storage
and Issue Section for receiving purposes will be discontinued asg
approved by your office, 4 revision of the present purchase order
filine system maintained by this activity will be accomplished
during the ensuinc month which will provide more efficiency in
the operations of the unit concerned

2

25X1A9%9a
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Procurenent Sectlon:

1. Requisitions 25X1A1a

To-b"ﬂ- nmnber received'.....‘...l.'!l.OOQOQC'..
Pending bids, clearances, 6tCeseecescsscscscs
Held without action,.ieeevesesecsansocccrsens
Total number of requlsitions completed..eses.

2. Purchage orders

Prepared and 188Ued.esseecccssccscscoscacesns
TOtal mnowlt e}fpended.......................
Printing & Binding Estimates and Petty Cash,
Total ExpenditureS.cesssesssssccscesansssces

Contract Section:

1. Contracts completed
Supplf;'oQ--....-..oo..-....-.... O
Service.".....‘.l'l..'.l..."' 2

0

Leasec0..0000.».0.00..-..0--o-o

2. Amendments to contracts completed
Supply.uulotcaoooo-ooo;o.'-o-o; O
#Service...(Renewals)e.sescssoss 32 June
¥Leage J renewals & 1 supplement 5 "

3. Contracts Pending
Supplyolnoocccoooccooo-c--on-.o 0
SeI'ViGGQOOOOOOQCI.Ol.."li.i.;l ll

1

Lease....'."..l...'l....l.....

4. Amendments to contracts pénding
Su—pplyaooocno--ocooonou.onovlooo
Service ReNeWElS,seeessscssccscs

O

Lea‘se‘.......'..l..'.l.......'.l

5, PBS Acreements completed
Sllpply.............'...."'.....
#¥Service - RenewalSoo«n0011000o-l|
*Lease—RenewalSnu.u.........

June
£t

\J g

6. Total suthorized obligations....

¥ Completed prior to July 1950 but encumbrance effected after beginning
of 1951 fiscal year, -
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O

. Hequisitions completed during mMONth.seccescsoscccese

Requisitions : 25X1A1a

Raceived during month,,cecececcoceccsscsecccscecsoss

leetedQOOOOOQOOO. 0D 05 0008853200082 000000 000000

Pending....'.‘.ll..........'..CDQ'D........0!......

Account No, 2 ~ Office Supplieso-oooco‘coodoooononnn
Account No. 3 - Office Equipmentessseecscsscecesass
Account No, 5 - Hedical S'U.Pply Accomrbooco.uaoo.oco
Account No, 6 - General Supplies.ooooooooooooo‘ocon
Account No, 8 - Surplus Property Accounticsessesses

Cargo and domestic shipments

Requestsﬂ.............'....!.D..O.I.’..........‘.'.

Dnlpmen'bs accompliched,eessescosrssonsesscassssosse
jotal welght shippPedeesvseesesovvseossscssssvrensnene
Total number of cases Shlpped........-..uo...-uo-

Miscellaneous
Moving and relocation of equipment in CIA buildings
Number of jJob OrderS.essessecscsscscssscssccrsnces

Man hours required..................-........u..

Identification control records

f’ostings 1o recordscoo00ooo.ooonooloouaoboooc-oooooo
inventories pI‘OCGSSGd.-u....-n-...o.o-.o..n-.-.--

Typewriter Msintenance and repairs
Hequisitions received dAuring mONtheceescccssssconscee

I-{'eq_.tl:‘l—-sj--t'iOIls On mnd..'I.l......‘l.l.l...l...l.....l
‘\)Verllaul and Shop Work...0..Q'....l’.‘.‘..l.....l...
Bervj-ce calls‘l...0..l...........l..........'...O..l
fotal number of machines I‘epBiI'ed..u...u..-...-..-
sstimated dollar value of all WOrKeseessesossccscans

Furniture repeirs

Ubrv-'.ee calls...l......Q.I....'.......Q..........I.Q

bhop rena:-roldli.c.0.0l.‘l‘Il...l...l............'..

Lstimted dollar value.l‘......‘..IQ......'Q.....‘-’-C
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